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Georgia Department of Labor 
Employment Security Agency 

Administrative Services Division 
- . ~~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

Employment Service & T r a i n i n g  D i v i s i o n  
Central Records U n i t  

-- -~ L Joyce Eunice Central  Records Uni t  Supervisor 6333 - - 
3. Action Requested 

a. 
b. c) 

Establish Retention Schedulei!emrd will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

19741- Current CETA C l i e n t  Monthly C h a r a c t e r i s t i c  Summary (CT 345 PM) 
and 0) What i s  the function of the Division and the OffiQ in which this record series is created? 

The Employment Service and T ra in ing  D i v i s i o n  under the  d i r e c t i o n  o f  t he  D i r e c t o r  o f  
Employment Service and T ra in ing  D iv i s ion ,  Employment Secur i ty  Agency i s  responsib le  
for  the  development and implementation of  T ra in ing  and Employment Service programs. 

The Central Records U n i t  processes Comprehensive Employment and T ra in ing  Act 
p a r t i c i p a n t s '  records; v e r i f i e s  p a r t i c i p a n t  e l i g i b i l i t y ;  prepares federa l  repor ts  
and p a r t i c i p a n t  in fo rmat ion  for management c o n t r o l .  

- 
This file contains the following documents (include form numbera and tides, if anyJ: 
Attach samples of the file. 

Documntsrelatingto: Management r e p o r t i n g  o f  CETA s t a t i s t i c a l  c h a r a c t e r i s t i c s  

CETA-801; a l s o  includes 
CETA Program Status Sumnary ( repo r t  from O f f i c e  of Governor, Balance o f  S ta te  
t o  US Department o f  Labor) 

File is arranged: Monthly, 

-. 
8. Mo-&l; G r r  How often are records referred to which are: 

One to six months old 
twenty-five months and older 

Let&!iz;'drawers . 5  

i Seven to twelve months old- -; Thirteen to twenty-four months old 

? Referred t o  for research u n t i l  CETA ends ~ 

-; Other (specify) 
-oxmulation of Records --\ %.a , I  I t 

; Legal-size dra&rs" - \c ' !-; Shelves 
-- 

. ,  
I _____I_- 

(Over) ESA-144 (3/801 
~ A _  - ir (ARM)-711 

~ I .  - 



YES 

~ 

a. I s  this the official copy of the series? 
If not, where is it? 

b. Does the s e r i e ~ ~ a l ~ % ~ m a t i o n  re-g security handling? 

c. Is this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or t w ; p v e , e n t i r e  f i le  for a long period, could these dowments 

=~ -_.I ~ ~ 

If yes, cite law or regula6on. 
.~ --- 

, ,  
/ 

~~~ ~~ ~ ~ 

be scheduled seDaratelv? 
~~ ~ ~~~ .- -x-.f I ~~i 

~~ ~~ ~ ~ 

s the information contained %this series e v e r . p o b l i s h e d ? t a c h c o & .  
. .  g. Is the information contained in this series ever analyzed and/or kecorded in a summarized report7 

of this series in your office, or in an 

of it) regularly .. - -. microfilmed? -- 

Setention Requirements 

d. Audit 'period 

years. - - ~ -  b. Statute of limitation e. Administrative need 

c. Federal Law years. f. Federal retention instructions ~- 

* Used f o r  administrat ive research purposes 

-1 -, 

of the Comprehensive Employme t 
and Tra in ing Act - 1 . .  . ionih(s) A r/earIs)i then 0 Hold in the current files area 

0 Transfer to local holding area; hold ' year(s); then 
0 Transfer to State Records Center; hold 
0 Destroy. 

- year(s); then 

IXJTransfer tostate Archives for permanent retention; ear l  i e r  t ransfer  authorized 
0 Other (Specify) 


